DEPARTMENT OF THE ARMY
8™ ARMY WIGHTMAN NCO ACADEMY (WLC/KTA)
CAMP JACKSON, KOREA
UNIT #15351
APO AP 96258-5351

REPLY TO
ATTENTION OF:

EAHB-NCOA 29 July 2016

MEMORANDUM FOR ALL WIGHTMAN NCO ACADEMY ASSIGNED SOLDIERS

SUBJECT: Commandant's Policy #15, Leave/Pass and Sign-Qut Procedures
M= etmzrol @&l #15, Q& Ilel Livhe MR

1. Reference:
1. &1

a. AR 600-8-10, Leaves and Passes, 15 February 2006, Rapid Action Revision
(RAR) Issue Date: 4 August 2011.
a. ¢ 74 600-8-10, F7i2F el 20112864 &

b. United States Forces Korea Command Policy, General Order Regarding Off
Installation Curfew, 19 December 2011.
b. &8t 0|2 7, 712t 28l 2011 H 128194,

2. Purpose: to afford all SOLDIERS the opportunity to take leave without jeopardizing
unit readiness.

2. B4 BUig ZH|doll &2 XD FIHE Ut 7| ffskod.

3. Applicability: all SOLDIERS sassigned or attached to 8" Army NCO Academy.

3. Mg o4l 0] 8 ot FALE B o HiXIE 2 E EAL

4. Policy:
4. B
a. If a SOLDIER is on pass or leave on the peninsula pursuant to an approved DA

Form 31, the following requirements apply:
a. DA EAlol of7fstod, skl A Qlut i F7HE LIZH HAE Clel Ze

& weErh

(1) Unless otherwise stated in the "Remarks” section of the DA Form 31, a
SOLDIER with an approved pass or leave occurring on the peninsula must still comply

with the curfew policy.
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(1) DA 31 EA[9| “Remarks™0l] CHE MHHO| gl B2, eHitE Lol QIv| &
QEFOILt F7HE 7 HAle floiM MYSH &2 XIRE WEChH

(2) A SOLDIER with an approved DA Form 31 with the statement “SM is exempt
from the 8" Army curfew policy” and the reason for the exception included in the
*Remarks” section of the DA Form 31 may be located in areas other than approved
locations fisted. Commandant will not grant passes solely for the purpose of
circumventing the curfew policy. There are vaiid reasons why a SOLDIER would require
a pass to exempt him or her from curfew, including but not limited to attendance at
special military events, attendance at sporting, cultural events and . Soldiers must carry
the approved DA Form 31 with special remarks on his or her person durmg curfew and

present it upon request.
(2) “Of YAHE O/ 8 & B3 HHolA oiIQI.% goh e Z 83} ‘Remarks™oil o2l 2]

OlR 7} L& E &QIE DA 31 HAIZ T HAlE S01F 2|9 2ol fl%|8t= Z30]
7tssict B sl 52 HAME ulsirty] $5] %'uL o] QI8 s 0lslx|E el g Zdolc).
AL REAE EZ20M o212 S| fISiA EFE8F olfE0| QICt E4ds FAL Ao

MBI, AZX i B8 WAl BIlsHE OIRCL B3 Al B0l WA B4
£0IE DA 31 HAIS AXISHH 2T A 20iE & UYL S Bt

5. Guidelines:
5. R|&:

a. Passes:
a. 2|4t

(1) Regular passes are a three-day pass period does not exceed 72 hours and
must include one duty day. This period will nérmally begin at the end of working hours
and end with start of working hours on the third day.

(1) 3 A8H2 72 A2t FR| ke st ol 2R AIZHE Z#sof Fiot. o2

FE OF YO MEeiM 3 Y Mol 2F AR ol 2ot
(2) Special Passes are a four-day pass period does not exceed 96 hours and

must include at least two consecutive non-duty days. This period starts at the end of
working hours and ends with start of working hours on the fourth day.

(2) 4 L 2412 96 Al7hE EX| feni 2 2o 27 +l= €0 ZF &ilo{o} Bl
ol 7izhe 27 Sl Alzteir 4 & mie| 2F A=} ol o),
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(3) Atthe end of the pass period, SOLDIERS will be on post, at their place of
duty or in location from which they regularly commute to work. SOLDIERS whose pass
status is terminated are in an “"available-for-duty” status.

(3) Ll&fe] Bofli=, B E HAlE FO{E F7 & Y2 §5tE T4 2 57l
olutol Wl olele AR Iks shejolct,

(4) Under no circumstances are passes granted in conjunction with leave,
extended by holidays or used in succession, immediately after return to duty.

(4) Q2 FIH HY F U 64 0R £ £ Qi1 BU D 272 838t

b. Leaves:
b. &7}

(1) The annuai leave policy is designated to provide maximum opportunity for all
SOLDIERS to take leave. Leave is granted within the constraints of operational military

requirements.
(1) 4ZF F71 Wie 2E QA B0 H71E £ 4 2l altistel 71518 Foizich

F7hE AR A 5ol HHEEEIX| oF 2 ] Fo{ Rt
(2) Leave is granted only upon request of the SOLDIER concerned. Normal

leave period will not exceed 30 days. Leave in excess of 30 days must be approved by
a LTC/05 or above. Advance leave in excess of 14 days will not be approved.

(2) F7t= HALL| T stol Ao4ZICE MU #F7HE 30 & o4 8 &Rl ghe=rl.
30 & olg 2l R7t= Y olg e AZolM SHEFEICE 14 & o {F7HE S{7HEE ER7I
eict.

(3) Environmental Morale Leave (EML) is normally taken during your fifth cycle

or during cycle breaks. The Commandant can grant exceptions to this.
() EHU AV FIle sHm 7| EU Yoz ALZEC SnE2

RH&lof Zdof = ol QI8 & == QUCh.

(4) The Commandant is the approving authority for extensions. The Deputy
Commandant or 1SG can approve extensions if Red Cross confirms an emergency.

(4) SHDER AN FIHE SHE BEVL UCL RHLY Tk US YA MUK
HI4 o5 #7HE BI7HE 4 QI

(5) Submit requests for leave a minimum of 30 days prior to leave start date.
(5) F7t Sm= F7F AR} 30 & Fof K& sliok B},
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(6) Ali SFC and above may sign out/in telephonically with the SDNCO. All Staff
Sergeants and below will sign out/in in person with the SDNCO. All Soldiers must be
present to sign out on PCS leave.

(6) RE SA2 1 o[¥2 YEAREE| TR LIZHALE §0{& = RICh SHARSY
7 Olste GEAMEEHE] TP BasiM LkLE Bolgfol Eick RE HAH: ME
%7he B Eostm Lp7bokEID)

(7) Itis your responsibility to return to your place of duty by 2400 of the last day
of authorized leave.

(7) ORX[SF ol 24 Al Fof 578t Z2 142l ojFolct.

c. Soldiers taking leave outside Korea or the U.S. and its territories must coordinate
with the S2 or Security Manager in advance for respective briefs.

c. BF=0ILL OIS 80| {I7IE M HAle HETof AlF2IE] HLIX & & 3tod

ez g drolof g}

6. Leave Management:
6. &7 #el

a. Supervisors must manage leave to ensure that Soldiers do not lose ieave at the
end of the fiscal year.
a. ASTE 0 RHAIQ| WAL #7HE K| of =% BHElsiof Fht

b. There is no “mid-tour” leave policy; however, up to 30 days leave may be
approved contingent on operational requirements.
b. S¢F oi® F7H W& 2, 30 & mhzdc 718 =7dof &7} E[ofok Bot.

c. Leave forms must be submitted with approved coversheet through the S-1 and will
not be accepted if sent straight to the 1SG and Commandant.

c. #7t MR E UAThol ExIoF 87 HEDtol K& Elofok et 15 AL
& makEhe| EHrHHE si7kelR| gk 2ol

d. During periods of high turnover, leave requests may be disapproved or restricted
on a case-by-case basis in order to maintain mission capability. Other considerations

include:
d =& 0|2l&29

Jlzte, 7t QAL Ol 538 SAIsH7] s 48l mEt JEtol
EiCh. CHE S{EAIE R
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(1) War/Alert/FTX expectations.
(1) MAlchui/okzl7 s & 7io).

(2) SOLDIER holds mission critical MOS skills with no replacement/ back-up
during their requested leave time.
(2) HA7H Hijoll ZEF AR sl §oF S0t ciME AR o] gis .

(3) Awards, evaluations, and training certificates are not completed and
submitted.
(3) &, BIH Oe2jn #H R 50| glol ME oHEM.

7. Sign-out Procedures:
7. L7 "HAk

a. E-7 and above may call Staff Duty to sign infout on leave. E-6 and below will
report to the Staff Duty Desk to sign in and out.
a. SAL O[Y2 L7t AHLE Eoi2M 88 & = Uk StM O[d 2 B B E

lj oF Bt

b. SOLDIERS taking leave off the peninsula will call Staff Duty upon returning to the
peninsula and when their leave ends.
b. Bt & [HitE WAlE SHetzof E7E Al @ =laol MstE 8ot

8. Other considerations:
8. ClE ToqALE:

a. Special/weekend passes are required to travel outside of Area . All
special/weekend passes must be approved by the first-line supervisor, 156, and
Commandant prior to SOLDIERS departing. SOLDIERS must sign out in person at
Staff Duty for passes

a S4/FY QML X[ 1o L7t HESI 22 S4/5Y o2 A

AL HRye “"AUP [HLEZ | & &{7}siok ot EAH: QubLizim] B 5 Aol A

ol
=)

H a5t 7okEICH

b. KATUSAs will submit pass requests through the Senior KATUSA. If a 3 or 4-day
pass is awarded from their section, the packet must include the memorandum granting
the pass and the coversheet. Local passes used to circumvent curfew will not be

granted.
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b. HEAER2 HUBYE Sl AUMRE MEECH 3EE 4 & Qufol s{7tEl F2
ST EX[7F 2lojok Bl 828 TIEH7| o] x| et MEE B §7tstx|
el =

c. SOLDIERS travelling off the peninsula may request a pass, but are still subject to
the 10% personnel off peninsula policy.

c. BHHFE & Hibe 28ME W8 o UXIeH 10 HMEQ 019l BtitT X|E(of siE EICt.

d. SOLDIERS requesting a pass must submit the request at least one full week prior
to requested pass date.

d. 2lef g AEss HAks el Lizto1F 1 3 Hof ME gt

e. Emergency Leave will only be granted in cases of emergency with a Red Cross

message, and will last no longer than 14 days unless approved by Deputy
Commandant.

o. HIAF Ot AR BHLIOIMH, B AMOIA 51715t &] St 7S 14 9 DIEHo|ct

f. Any adjustments to leave timeline or location must be prior approved by the 1SG
and Commandant.

f. X|2A0ILE AlZhg =S8l HLtok 5 US HALE HmE ol &7}t

r Al ~ B4 .
K10 0. TERENAS
CSM, USA
Commandant

nlgle @ EiLEA
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